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MISSION STATEMENT

We take responsibility for the care of inmates placed into the Sheriff’s custody as a top priority
and will maintain humane facilities to ensure their safety and the safety of our employees and
our communities.
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CODE OF ETHICS
My fundamental duty is to serve the community; to safeguard lives and property; to protect the
innocent against deception, the weak against oppression or intimidation and the peaceful against
violence or disorder; and to respect the constitutional rights of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. I will maintain courageous calm in the face of danger,
scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest
in thought and deed both in my personal and official life, I will be exemplary in obeying the law
and the regulations of my department. Whatever I see or hear of a confidential nature or that is
confided to me in my official capacity will be kept ever secret unless revelation is necessary in
the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities or friendships to influence my decisions. With no compromise for crime, I will enforce
the law courteously and appropriately without fear or favor, malice or ill will, never employing
unnecessary force or violence and never accepting gratuities.

I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to
be held so long as I am true to the ethics of criminal justice service. I will never engage in acts of
corruption or bribery, nor will I condone such acts by other officers. I will cooperate with all legally
authorized agencies and their representatives in the pursuit of justice.

I know that I alone am responsible for my own standard of professional performance and will take
every reasonable opportunity to enhance and improve my level of knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession.
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Chapter 1 - Role and Authority
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Authority and Legal Assistance
100.1   PURPOSE AND SCOPE
This policy acknowledges and reflects the legal authority under which the Tuolumne County
Sheriff's Office shall operate and maintain a local detention facility in this state. In addition to the
authority vested by state law, the Dambacher Detention Center operates in accordance with these
laws, constitutional mandates, regulations and local ordinances.

100.2   POLICY
It is the policy of this Sheriff's Office that the local detention facility will be maintained by all
lawful means for the incarceration of persons suspected of violating the law or who have been
adjudicated as guilty of committing a crime or civil offense by a competent legal authority, as
prescribed by law.

100.3   LEGAL FOUNDATION
Dambacher Detention Center staff, at every level must have an understanding and true
appreciation of their authority and limitations in the operation of a local detention facility. The
Tuolumne County Sheriff's Office recognizes and respects the value of all human life and the
expectation of dignity without prejudice toward anyone. It is also understood that vesting law
enforcement personnel with the authority to incarcerate suspected law violators to protect the
public and prevent individuals from fleeing justice requires a careful balancing of individual rights
and legitimate government interests.

100.4   LEGAL ASSISTANCE
The following are examples of areas where the services of the County Counsel and legal
specialists can be of benefit to the Sheriff's Office:

(a) Analyze and alert the Dambacher Detention Center executive andDambacher
Detention Center management team to Dambacher Detention Center-related case
law.

(b) Serve as a legal consultant in the construction and review of new Dambacher
Detention Center policies and procedures.

(c) Serve as a legal consultant on issues related, but not limited to:

1. Use of force

2. Faith-based requests

3. Complaints and grievances

4. Allegations of abuse by staff

(d) Serve as legal counsel in legal matters brought against this Sheriff's Office and the
Sheriff.
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100.4.1   LEGAL LIAISON
The Sheriff will designate one or more staff to act as a liaison between the Sheriff's Office and
the County Counsel’s office. The legal liaison officer will provide an orientation of the facility and
detention facility policies to representatives of the County Counsel’s office as needed.

The liaison officer will arrange for regularly scheduled meetings in order to provide an ongoing
status report of facility issues to the legal counsel. The liaison officer will maintain an open
relationship with legal counsel in order to move quickly on emerging facility issues that could have
significant legal implications for the Sheriff's Office.
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Custody Manual
101.1   PURPOSE AND SCOPE
The Custody Manual is a statement of the current policies, rules, and guidelines of this Sheriff's
Office's Dambacher Detention Center. All prior and existing manuals, orders, and regulations that
are in conflict with this manual are revoked, except to the extent that portions of existing manuals,
orders, and other regulations that have not been included herein shall remain in effect where they
do not conflict with the provisions of this manual.

Except where otherwise expressly stated, the provisions of this manual shall be considered
guidelines. It is recognized, however, that work in the custody environment is not always
predictable, and circumstances may arise that warrant departure from these guidelines. It is the
intent of this manual to be viewed from an objective standard, taking into consideration the sound
discretion entrusted to members of this Sheriff's Office under the circumstances reasonably known
to them at the time of any incident.

101.2   POLICY
The manual of the Tuolumne County Sheriff's Office Dambacher Detention Center is hereby
established and shall be referred to as the Custody Manual (15 CCR 1029). All members are to
conform to the provisions of this manual.

101.2.1   DISCLAIMER
The provisions contained in the Custody Manual are not intended to create an employment
contract nor any employment rights or entitlements. The policies contained within this manual are
for the internal use of the Tuolumne County Sheriff's Office and shall not be construed to create
a higher standard or duty of care for civil or criminal liability against the county, its officials or
members. Violations of any provision of any policy contained within this manual shall only form
the basis for Sheriff's Office administrative action, training or discipline. The Tuolumne County
Sheriff's Office reserves the right to revise any policy content, in whole or in part.

101.3   RESPONSIBILITIES
The Sheriff shall be considered the ultimate authority for the provisions of this manual and shall
continue to issue Interim Directives, which shall modify the provisions to which they pertain. Interim
Directives shall remain in effect until such time as they may be permanently incorporated into the
manual.

The Jail Commander shall ensure that the Custody Manual is comprehensively reviewed at least
every two years, updated as needed, and the staff trained accordingly to ensure that the policies
in the manual are current and reflect the mission of the Tuolumne County Sheriff's Office (15
CCR 1029). The review shall be documented in written form sufficient to indicate that policies and
procedures have been reviewed and amended as appropriate to facility changes.
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101.3.1   INTERNAL AND EXTERNAL SECURITY MEASURE REVIEW
The Jail Commander shall ensure that Custody Manual review, evaluation, and procedures include
internal and external security measures of the facility, including security measures specific to
prevention of sexual abuse and sexual harassment (15 CCR 1029).

101.3.2   OTHER PERSONNEL
Line and supervisory staff have a unique view of how policies and procedures influence the
operation of the facility and therefore are expected to bring to the attention of their supervisors
issues that might be addressed in a new or revised policy.

All members suggesting revision of the contents of the Custody Manual should forward their
suggestions in writing, through the chain of command, to the Jail Commander, who will consider
the recommendation.

101.4   DEFINITIONS
The following words and terms shall have these assigned meanings, unless it is apparent from
the content that they have a different meaning:

Sheriff's Office - The Tuolumne County Sheriff's Office.

Custody Manual - The Sheriff's Office Custody Manual.

Employee - Any person employed by the Sheriff's Office.

Incarcerated Person - Any person held in the custody of the Dambacher Detention Center.

May - Indicates a permissive, discretionary, or conditional action.

Member - Any person employed or appointed by the Tuolumne County Sheriff's Office, including:

• Full- and part-time employees.

• Sworn deputies.

• Reserve deputies.

• Non-sworn employees.

• Volunteers.

Deputy - All persons, regardless of rank, who are employees and who are selected and trained
in accordance with state law as deputies of the Tuolumne County Sheriff's Office.

On-duty employee - Status during the period when the employee is actually engaged in the
performance of assigned duties.

Order - A written or verbal instruction issued by a superior.

Rank - The job classification title held by a deputy.

Shall or will - Indicates a mandatory action.
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Should - Indicates a generally required or expected action absent a rational basis for failing to
conform.

101.5   DISTRIBUTION OF MANUAL
Copies of the Custody Manual shall be made available to all members. An electronic version of
the Custody Manual will be made available to all members on the Sheriff's Office network (15
CCR 1029).

No changes shall be made to the electronic version without authorization from the Jail
Commander.

101.6   MANUAL ACCEPTANCE
As a condition of employment, all members are required to read and obtain necessary clarification
of this Sheriff's Office’s policies. All members are required to sign a statement of receipt
acknowledging that they have received a copy or have been provided access to the Custody
Manual.

101.7   REVISIONS TO POLICIES
All members are responsible for keeping abreast of all Custody Manual revisions. All changes
to the Custody Manual will be posted on the Sheriff's Office network for review prior to
implementation. The Training Sergeant will forward revisions to the Custody Manual as needed
to all personnel via electronic mail. Each member shall acknowledge receipt by return email or
online acknowledgement, review the revisions, and seek clarification as needed.

Each supervisor will ensure that members under the supervisor's command are familiar with and
understand all revisions.
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Annual Facility Inspection
102.1   PURPOSE AND SCOPE
Annual facility inspections are the collections of data designed to assist administrators, managers,
and supervisors in the management of the custody facility by means of establishing a systematic
inspection and review of its operation. This policy provides guidelines for conducting the annual
facility inspection.

102.2   JAIL COMMANDER RESPONSIBILITIES
The Jail Commander is responsible for collecting performance indicators and other relevant data
to generate and provide an annual inspection of all custody facilities. The Jail Commander will
ensure that inspections are conducted as outlined below for each facility type on an annual basis.

Annual inspections may be used in preparation of inspections by outside entities, such as
inspections by a government inspection authority, professional organization, or accreditation body.
In this case, the local inspection will serve as a pre-inspection review that will prepare the facility
for the outside or third-party evaluator.

102.3   INSPECTION AREAS
The annual inspection should include the following areas in the assessment process:

(a) Pre-assessment briefing - The pre-assessment briefing should begin with a meeting
of the Jail Commander, key program staff and service providers. The individual
conducting the assessment will need to advise key personnel of the areas they will be
inspecting so the appropriate materials will be brought up to date and made available
to the assessment team.

(b) Policy review - A review of all Dambacher Detention Center policies and procedures
should be conducted to ensure that those policies are up to date and accurately reflect
the requirements and activities related to the Dambacher Detention Center operation.

(c) Record review - A review of the records that support Dambacher Detention Center
activities, medical records, and the facility's financial records should be conducted to
ensure that contractual benchmarks are being met and that any discrepancies are
documented and reported as part of the assessment report in an effort to mitigate
harm from improper access to or release of records.

(d) Benchmark review - A review of the Sheriff's Office-stated goals and objectives
should be discussed with the Jail Commander, program managers, and other key
providers of programs. This will provide the opportunity to identify any areas that
require correction or additional resources or that reflect a successful performance that
should be acknowledged and possibly replicated.

(e) On-site inspections - The assessment team should conduct on-site inspections
of the facility to verify that activities in the facility are in alignment with goals and
objectives and compliant with policies and procedures. Any discrepancies, as well
as exceptional efforts on the part of management and staff, should be reported
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as a part of the Dambacher Detention Center assessment. An inspection checklist
should be used to guide the inspection process and to ensure consistency. It is
important that the Dambacher Detention Center assessments be viewed as a credible
measurement instrument as many issues identified in the assessment may require
significant funding.

(f) Develop an action plan - After the fact-finding described in the previous sections has
been accomplished, notes, records, and recommendations should be analyzed and
an action plan developed to initiate any needed correction. Documenting successful
practices is important to determine if they can be replicated in other areas.

(g) Reporting - The results of the inspection should be compiled into a report and
should include recommendations and action plans necessary to ensure continuous
improvement in the operation and management of the Dambacher Detention Center
system. The completed report and any analysis and documentation required to justify
costs, policy revisions, or any other administrative requirements should be submitted
to the Sheriff.

(h) Monitor progress - The Jail Commander should ensure that approved
recommendations are being instituted by the responsible program providers.

102.4   FOCAL POINTS FOR INSPECTIONS
Inspections of facilities used for detaining persons pending arraignment, held during trial, and
held upon a lawful court commitment should include inspection of the policies, procedures, and
performance by management and staff to ensure compliance and timely updates. Inspections
should include but not be limited to the following inspection points:

• Staff training

• Number of personnel

• Policy and procedures manual

• Fire suppression pre-planning

• Incident reports

• In-custody deaths

• Documented suicide attempts

• Classification plan

• Reception and booking

• Communicable disease prevention plan

• Inmates with mental disorders

• Administrative segregation

• Developmentally disabled inmates

• Use of force and restraint devices
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• Contraband control

• Perimeter security

• Searches

• Access to telephones

• Access to courts and counsel

• Inmate visiting

• Inmate mail

• Religious access

• Health care services

• Intake medical screening

• Pest control

• Detoxification treatment

• Suicide prevention program

• First-aid kit

• Meals, frequency of serving

• Minimum diet

• Food services plan

• Food serving and supervision

• Facility sanitation, safety, maintenance

• Tools, key, and lock control

• Use of safety and sobering cells

• Plan for inmate discipline including rules and disciplinary penalties, forms of discipline,
limitations on discipline, and disciplinary records

• Standard bedding and linen use

• Mattresses

102.5   POLICY
This Sheriff's Office will use a formal annual inspection process of its facility to ensure that
practices and operations are in compliance with statutes, regulations, policies and procedures and
best practice standards (15 CCR 1029(a)(2)). Inspections will be used to help identify the need for
new or revised policies and procedures, administrative needs, funding requirements, evaluation
of service providers and changes in laws and regulations.
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Post Orders
103.1   PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for the development of post orders and the
training of members assigned to each post.

103.2   POLICY
It is the policy of this Sheriff's Office to develop comprehensive post orders for every position.
Copies of the orders should be maintained at each post or available electronically. Members shall
be familiar with the post orders before working a position.

103.3   DEVELOPMENT
Clear procedures should be incorporated into post orders for all regular daily activities including,
but not limited to, safety checks, head counts, meals, sick call, recreation, clothing exchange, mail
distribution and response to emergencies, such as fires, natural disasters and criminal acts.

103.4   REVIEW AND UPDATE
Post orders shall be reviewed at least annually and updated whenever necessary by the Jail
Commander or the authorized designee.

103.5   TRAINING
The Training Sergeant shall ensure that all staff members assigned to posts are properly trained
to perform all of the duties and responsibilities described in the post orders. This is particularly
true in fire, life-safety and the emergency response procedures that have been implemented by
the Jail Commander. This may include the use of self-contained breathing apparatus (SCBA)
if such equipment is available and/or required by the local fire authority. All training should be
documented in each member’s training file and retained in accordance with established records
retention schedules.
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Chapter 2 - Organization and Administration
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Supervision of Inmates - Minimum Requirements
200.1   PURPOSE AND SCOPE
The purpose of this policy is to ensure the safety and security of the facility through the application
of appropriate staffing levels.

200.2   POLICY
It is the policy of this facility to provide for the safety and security of citizens, staff and inmates
through appropriate staffing levels that are sufficient to operate the facility and perform functions
related to the safety, security, custody and supervision of inmates.

200.3   SUPERVISION OF INMATES
There shall be, at all times, sufficient staff designated to remain in the facility for the supervision
and welfare of inmates, to ensure the implementation and operation of all programs and activities
as required by Title 15 CCR Minimum Jail Standards, and to respond to emergencies when
needed. Such staff must not leave the facility while inmates are present and should not be assigned
duties that could conflict with the supervision of inmates (15 CCR 1027).

When both male and female inmates are held at this facility, a minimum of one male and one
female deputy should be on-duty in the Dambacher Detention Center at all times.

Staff members shall not be placed in positions of responsibility for the supervision and welfare of
inmates of the opposite sex in circumstances that can be described as an invasion of privacy or
that may be degrading or humiliating to the inmates. Staff used as program resource personnel
with inmates should be of the same sex as the inmates when reasonably available. However, at
least one staff member of the same sex as the inmates should be on-duty and available to the
inmates during all such activities.

To the extent reasonably practicable, inmate bathrooms will contain modesty screens that
preserve privacy without creating areas that cannot be properly supervised.

The Jail Commander or the authorized designee shall be responsible for developing staffing plans
to comply with this policy. Records of staff deployment should be maintained in accordance with
established records retention schedules (Penal Code § 4021; 15 CCR 1027).

200.4   SEPARATION OF DUTIES
Maintenance personnel are employed to perform preventive, routine and emergency maintenance
functions. Custody staff will not be given physical plant maintenance duties that distract from their
primary responsibility of supervising inmates.
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Prohibition on Incarcerated Person Control
201.1   PURPOSE AND SCOPE
The purpose of this policy is to define the requirement that staff should at all times exercise control
of the incarcerated person population under their supervision and should prevent incarcerated
persons from controlling other incarcerated persons within the facility.

201.2   POLICY
All staff, including support staff, contractors, and volunteers should exercise control and
supervision of all incarcerated persons under their control. It is the policy of this Sheriff's Office
to prohibit any staff member to implicitly allow, or by dereliction of duty allow, any incarcerated
person or group of incarcerated persons to exert authority over any other incarcerated person
(Penal Code § 4019.5; 15 CCR 1083(b)).

201.3   EDUCATION, DRUG, OR ALCOHOL PROGRAM ASSISTANTS
Nothing in the policy is intended to restrict the legitimate use of incarcerated persons to assist in
the instruction of educational or drug and alcohol programs. Any use of incarcerated persons in
this manner will be expressly authorized by the Jail Commander in a legally prescribed manner.
Any program that uses incarcerated persons to assist in legitimate program activities will be closely
supervised by facility employees or vocational instructors. Nothing in this section is intended to
authorize an incarcerated person program assistant to engage in disciplining other incarcerated
persons.
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Tool and Culinary Equipment
202.1   PURPOSE AND SCOPE
The purpose of this policy is to establish a tightly controlled process for the use of tools and culinary
equipment in order to reduce the risk of such items becoming weapons for the inmate population.
While there are times that specific inmate workers may need to possess tools or equipment for
legitimate daily operations, the possession and use of those tools must be carefully monitored
and controlled by staff (15 CCR 1029(a)(6)).

202.2   POLICY
It is the policy of this facility to securely store, inventory, control and monitor the use of tools and
culinary equipment to ensure accountability and the secure use of these items (15 CCR 1029(a)
(6)).

202.3   CUSTODY TOOLS
Tools include all implements that are maintained within the secure perimeter of the facility to
complete specific tasks. These tools include, but are not limited to, mops, brooms, dustpans and
floor polishers.

All tools, culinary items or medical equipment shall be locked in secure cabinets or storage rooms
when not in use.

Any time tools are brought into a secure area where inmates are present, staff supervising the area
shall count the number of tools brought in to ensure that the same number of tools is taken out.

Any tool that is used within the secure perimeter of the facility must be closely monitored and
controlled by the staff supervising the area so that it cannot be used as a weapon (15 CCR 1029(a)
(6)). Inmates who are assigned tasks that require these tools shall be closely supervised.

An inventory of all tools used and stored within the secure perimeter of the facility shall be
developed and maintained by the Jail Commander. Tools will be inventoried by an assigned staff
member at least once every 24 hours. The loss of any tool will be immediately reported to the
on-duty supervisor, who shall initiate immediate action to locate or account for the missing tool,
including:

(a) Detaining and searching any inmate who had access to the tool.

(b) Conducting a thorough search of the immediate area for the missing item.

(c) Initiating a facility-wide search.

The staff member responsible for the supervision of the use of the missing tool will prepare and
submit a report to the Watch Commander documenting the specific tool that is missing and the
circumstances of the disappearance. The report will be forwarded to the Jail Commander. A report
identifying all members involved in the search should be submitted to the on-duty supervisor
documenting their findings.
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202.4   MAINTENANCE OR CONSTRUCTION TOOLS
Maintenance or construction tools are those tools and equipment that are brought into and out of
the secure perimeter of the facility by employees or contractors to facilitate repairs or construction
of the physical plant. Only the tools and equipment needed specifically for the intended work will
be permitted into the facility. All tools and equipment will be inventoried and a list of the tools will
be provided to the control booth prior to any tools or equipment being brought inside the secure
perimeter.

A staff member will check the tools being brought into this facility against the inventory list. Prior to
entering the secure perimeter of the facility, the contractor shall be instructed to maintain personal
possession of the tools at all times. When it is necessary to complete a task in an area where
inmates are present, the inmates shall be locked down by staff supervising the area.

When the person has finished working in the area, a deputy will ensure that all tools are accounted
for by checking the tool inventory. In the event of a discrepancy, the on-duty supervisor shall be
immediately notified and appropriate action taken to locate or account for the items. Once all tools
have been accounted for, the inmates may be released from lockdown.

202.5   EXTERIOR-USE TOOLS
Exterior-use tools are those that are used by inmate workers outside of the secure perimeter.
These tools include, but are not limited to, the following:

• Handheld tools

• Power tools

• Landscape maintenance tools

• Farm equipment

Only inmate workers who are classified to work outside the secure perimeter of the facility will be
allowed to possess exterior-use tools. The deputy responsible for supervising inmate workers on
outside work crews will inventory all tools assigned for this purpose at the beginning of the shift.

Any tool issued to an inmate will be logged with the inmate’s name, the tool type and serial number
documented. When an inmate worker is finished with that tool, the responsible staff member shall
check the tool against the check-out log and document its return. Inmate workers shall not be
permitted to pass tools between each other except under the direct supervision of a deputy.

All tools will be checked-in and noted on the log and returned to the tool storage area at the end
of each shift. Until all tools are accounted for, inmate workers should not be released from the
work assignment.

In the event that an exterior-use tool is missing, the deputy shall immediately notify a supervisor. A
thorough search for the tool will be undertaken and an incident report shall be completed. Inmates
may only be released from their work assignments when it has been determined that it is safe to
do so, and upon the approval of the supervisor. The incident report with all relevant information
shall be forwarded to the Jail Commander.
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202.6   KITCHEN EQUIPMENT
Culinary tools are located in the kitchen and include common tools used in the preparation, service
and delivery of meals.

All kitchen knives or metal tools with sharp edges shall be stored in a locked cabinet. There shall
be an outline of the tool’s assigned location in the cabinet so that any tool missing from the cabinet
can be easily identified. When in use, all knives shall be tethered to the work area. All tools shall
be returned to the secure cabinet when not in use.

The deputy assigned to the kitchen shall inventory all kitchen tools at the beginning of his/her shift
and prior to the arrival of inmate workers. Kitchen tools will only be issued to inmates who have
been classified as inmate workers. Staff will supervise inmates at all times when the inmates are
using tools.

Each tool issued will be assigned to an individual inmate and logged. The inmate’s name and
the tool type will be documented. When an inmate worker is finished with a tool, the tool shall be
checked in with the deputy and documented. Inmate workers shall not be permitted to pass tools
between each other except under the direct supervision of a deputy.

All tools will be returned to the kitchen tool cabinet at the end of each shift and must be accounted
for prior to any inmate worker being released from the work assignment.

In the event that a kitchen tool is missing, the deputy shall immediately notify the on-duty
supervisor, who shall initiate immediate action to locate or account for the missing tool. A
thorough search for the tool will be undertaken and an incident report shall be completed by the
deputy responsible for the supervision of the use of the tool. The incident report with all relevant
information shall be forwarded to the Jail Commander.

202.7   SERVING AND INDIVIDUAL EATING TOOLS
Serving tools and individual eating tools are those culinary tools located outside of the kitchen.
Only inmate workers who are assigned to serve food shall be in control of serving tools. These
tools shall be assigned to each inmate worker by the kitchen deputy prior to leaving the kitchen.
The tool type shall be documented. Upon returning to the kitchen from serving meals, the inmate
workers shall individually check their tools in with the kitchen deputy, who shall document each
one.

In the event that a serving tool is missing, the kitchen deputy shall notify a supervisor and a search
for the tool shall be initiated.

Eating utensils (forks/spoons/sporks) shall be counted by the deputy supervising the meal service
prior to and at the completion of each meal. In the event that a utensil is missing, the housing unit
shall be immediately locked down and a supervisor notified. A thorough search of the housing unit
shall be initiated to locate the tool.
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Records and Data Practices
203.1   PURPOSE AND SCOPE
This policy establishes guidelines for the control and access of confidential records by staff,
contractors and volunteers.

203.2   ACCESS TO CRIMINAL RECORDS
Official files, documents, records, electronic data, video and audio recordings and information held
by the Tuolumne County Sheriff's Office or in the custody or control of Sheriff's Office employees,
volunteers or contractors are regarded as non-public and/or confidential.

Access to confidential paper or electronically generated records in this facility is restricted at
various locations according to job function and the need to know. Employees working in assigned
areas will only have access to the information that is necessary for the performance of their
duties. Granting access to other employees or anyone outside of the work area must meet with
supervisory approval. All requests for information received from outside the Sheriff's Office shall
be forwarded to the Jail Commander.

Custody staff, volunteers and contractors shall not access, disclose or permit the disclosure or
use of such files, documents, reports, records, video or audio recordings or other confidential
information except as required in the performance of their official duties and in accordance with
Sheriff's Office policies, statutes, ordinances and regulations related to data practices.

Custody staff, volunteers and contractors who are uncertain of the confidentiality status of any
document should consult with a supervisor or Jail Commander to determine the status of the
documents in question.

203.3   STAFF TRAINING
Prior to being allowed to work inside this facility, all custody staff, volunteers and contractors will
receive training on Sheriff's Office records, policies and confidentiality requirements, including the
potential criminal and civil penalties that may result from a breach of confidentiality in violation of
this policy and all applicable statutes.
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Research Involving Inmates
204.1   PURPOSE AND SCOPE
The purpose of this policy is to establish safeguards and guidelines to protect inmates from being
used as research subjects in medical and other research experiments based only on their status
as inmates and without proper approval, review or informed consent.

204.2   POLICY
The Tuolumne County Sheriff's Office will conduct and support research that improves operations,
enhances professional knowledge, decreases recidivism and advances the Sheriff's Office’s
mission in accordance with existing laws and with appropriate protection of all inmates. However,
the use of inmates for medical, pharmaceutical, or cosmetic experiments is prohibited.

204.3   AUTHORIZATION REQUIREMENTS
Prior to initiating any approved research, all persons conducting research in this facility must
agree to abide by all Sheriff's Office policies relating to the security and confidentiality of inmate
files. Based upon the intended use of the research, guidelines will be established regarding what
information shall be accessible to the researcher or the research organization.

Any requests for an exception shall include a response to the following questions as part of the
proposed research project:

• Who is conducting the research?

• What is the purpose of the research?

• What is the methodology?

• Do the researchers or persons advocating research involving the use of inmates
have an understanding of their ethical responsibilities, including considerations for the
establishment of an Institutional Review Board (IRB), as described in 45 CFR 46.301
et seq.?

• Any other information as deemed appropriate by the Jail Commander or Sheriff.

Inquiries regarding proposed research projects from local, state and federal executive and
legislative bodies/agencies will be brought to the attention of the Sheriff immediately by the
employee who receives the request. At the direction of the Sheriff, an appropriate and timely
response will be made to each legitimate inquiry.

Research or studies involving more than the information identified as public information may
require signed release/waiver forms from the involved inmates. The Sheriff should consult and
seek guidance from the legal counsel serving the Sheriff's Office or other legal expert in these
matters.
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Inmates are not precluded from individual treatment based on the need for a specific medical
procedure that is not generally available. An inmate’s treatment with a new medical procedure
by the inmate’s own physician shall be undertaken only after the inmate has received a full
explanation of the positive and negative features of the treatment, and only with the inmate’s
informed consent.

204.4   LEGAL CONSIDERATIONS
Any research conducted or supported by the United States Department of Health and Human
Services (DHHS) will be required to comply with the provisions of 45 CFR 46.301 et seq.

204.4.1   BIOMEDICAL RESEARCH
Research relating to or involving biological, medical or physical science shall not be conducted
on any inmate. This does not include the accumulation of statistical data in the assessment of the
effectiveness of nonexperimental public health programs or treatment programs in which inmates
routinely participate (Penal Code § 3502).

Records-based biomedical research using existing information, without prospective interaction
with inmates, may be conducted consistent with Penal Code § 3500 et seq. and federal law.

204.5   INMATES IN COMMUNITY-BASED RESEARCH
When inmates who are participants in a community-based research protocol are admitted to the
facility, the following shall occur:

(a) The intake nurse shall collect all relevant data including name and contact information
of the treating physician, and all available detail about the treatment regimen and the
condition being treated.

(b) The responsible physician shall be contacted prior to the initiation of treatment.

(c) Consultation with community researchers shall be made by the responsible physician
to determine the intent of the study and any necessary parameters to measure as the
treatment period progresses.

(d) Necessary information shall be obtained so that withdrawal from the research protocol
is done without harming the health of the inmate.

204.6   HUMAN RESEARCH STUDIES
This Sheriff's Office does not endorse enrolling inmates into human research studies. Requests to
enroll inmates in human research studies will not ordinarily be approved. However, any request to
enroll an inmate into such a study must be reviewed by the Sheriff, the Responsible Physician and
legal counsel, and authorization provided prior to enrollment. Any authorized enrollments shall
comply with all state and federal guidelines.
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Inmate Records
205.1   PURPOSE AND SCOPE
This policy establishes the procedures required to create and maintain accurate records of all
persons booked and confined in this facility.

205.2   POLICY
It is the policy of this Sheriff's Office that all records shall be complete and comprehensive, resulting
in reliable data that provides information about each inmate’s period of confinement, as well as
histories of previous confinement in this facility. All inmate records are official Sheriff's Office
documents and should be used for official business only. Inmate records are a vital component of
the criminal justice system and should only be released to authorized persons.

205.3   RECORD MAINTENANCE
It shall be the responsibility of the Records Section to maintain records on all persons who have
been committed or assigned to this facility, including but not limited to the following (15 CCR 1041):

• Information gathered during the admission process as provided in the Inmate
Reception Policy

• Photographs and fingerprints cross-referenced to the booking number

• Duration of confinement

• Cash and property inventory and receipts

• Classification records, including inmate classification levels and housing restrictions

• Housing history records

• Reports of disciplinary events and dispositions

• Grievances and dispositions

• Reports of incidents or crimes committed during confinement

• Request forms

• Special visit forms

• Court appearances, documents, and the disposition of hearings

• Work documentation

• Program documentation

• Visitation records

• Telephone records

• Medical, dental, mental health, drug and alcohol screenings, assessments,
treatments, and medications
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• Non-medical information regarding disabilities and other limitations

The Jail Commander or the authorized designee shall establish a procedure for managing inmate
records.

205.3.1   COURT ORDERS OF NAME OR GENDER CHANGE
When a court order is received that involves a name change of an inmate, the Records Section
shall document the new name in the inmate's records and list any prior names as an alias. When
a court order is received involving a gender change, appropriate adjustments will be made to the
inmate records (Code of Civil Procedure § 1279.5).

205.4   RELEASE OF INMATE RECORDS
Inmate records are confidential and shall be used for official business only. Any release of inmate
records shall be made only in compliance with a lawful court order or as authorized by state and
federal law to persons having a legitimate criminal justice need, or with a consent form signed
by the inmate (15 CCR 1045). A copy of the release authorization document shall be maintained
in the inmate record file.

205.5   ELECTRONIC RECORD MAINTENANCE
All inmate records and data maintained in an electronic format shall be accessible only through
a login/password-protected system capable of documenting by name, date and time any person
who has accessed the information. The Jail Commander shall be responsible for working with the
information technology personnel to ensure the security of the data and to develop and maintain
a copy of the security plan.

205.6   RECORDS RETENTION
Inmate records shall be maintained consistent with the established records retention schedule.

205.7   INFORMATION SHARING REGARDING IMMIGRATION STATUS
No member of this Sheriff's Office will prohibit, or in any way restrict, another member from doing
any of the following regarding the citizenship or immigration status, lawful or unlawful, of any
individual (8 USC § 1373; Government Code § 7284.6):

(a) Sending information to, or requesting or receiving such information from federal
immigration officials

(b) Maintaining such information in Sheriff's Office records

(c) Exchanging such information with any other federal, state or local government entity

Nothing in this policy restricts sharing information permissible under the California Values Act.



Policy

206
Tuolumne County Sheriff's Office

Tuolumne County SO Custody Manual

Copyright Lexipol, LLC 2023/03/06, All Rights Reserved.
Published with permission by Tuolumne County Sheriff's
Office

Report Preparation - 29

Report Preparation
206.1   PURPOSE AND SCOPE
Report preparation is a major part of each deputy’s job. The purpose of reports is to refresh the
deputy’s memory and to provide sufficient information for a follow-up investigation and successful
prosecution or a disciplinary proceeding. Report writing is the subject of substantial formal and
on-the-job training.

206.2   REPORT PREPARATION
Employees should ensure that reports are sufficiently detailed for their purpose and free from
errors prior to submission. Reports shall be prepared by the staff assigned to investigate or
document an incident, approved by a supervisor and submitted to the Jail Commander or the
authorized designee in a timely manner (15 CCR 1044). Any incident resulting in death, injury
or endangerment to staff or a visitor, serious injury to an inmate, escape, a major disturbance, a
facility emergency or an unsafe condition at the facility shall be submitted to the Jail Commander
as soon as practicable but within 24 hours of the incident. It is the responsibility of the assigned
employee to ensure that all the above listed reports meet this requirement or that supervisory
approval has been obtained to delay the report. The supervisor must determine whether the report
will be available in time for appropriate action to be taken, such as administrative notifications or
resolution, investigative leads or an inmate disciplinary proceeding.

Handwritten reports must be prepared legibly. If the report is not prepared legibly, the employee
shall be required by the reviewing supervisor to promptly correct the report. Employees who dictate
reports by any means shall use appropriate grammar, as content is not the responsibility of the
typist. Employees who generate reports on computers are subject to all requirements of this policy.

All reports shall accurately reflect the identity of the persons involved, all pertinent information
seen, heard or assimilated by any other sense, and any actions taken. Employees shall not
suppress, conceal or distort the facts of any reported incident, nor shall any employee make a false
report orally or in writing. Generally, the reporting employee’s opinions should not be included in
reports unless specifically identified as such.

206.3   REQUIRED REPORTING
Written reports are required in all of the following situations on the appropriate Sheriff's Office-
approved form unless otherwise approved by a supervisor (15 CCR 1044).

206.3.1   CRIMINAL ACTIVITY REPORTING
When an employee responds to an incident, or as a result of self-initiated activity, and becomes
aware of any activity where a crime has occurred, the employee is required to document the
activity. The fact that a victim is not desirous of prosecution is not an exception to documentation.

1. In any instance where there is evidence that a crime may have been committed in
the facility, an appropriate report shall be prepared. The Watch Commander may notify
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Investigations and request an investigator if the crime is a felony or any misdemeanor that
would warrant an Investigator. The Custody Commander shall be notified.

2. Crime reports prepared in the DDC will follow reporting procedures contained in the Patrol
Division Report Writing Manual. Reports should be turned in by the end of shift

3.  Reporting Crime Information:

a.   Any member who receives crime information from an inmate, regardless of where
or when the alleged activity will occur or has occurred, shall immediately relay such
information to the shift sergeant.

b.   Incidents such as escapes, staff assaults, suicides, major problems and serious
personnel involvements, both on and off duty, shall be reported immediately via both
oral and written report.

c.   A concise report of all incidents shall be typed, approved by the Watch Commander
and delivered to the Custody Commander without delay.

206.3.2   INCIDENT REPORTING
Incident reports generally serve as an in-house notation of occurrences in the facility and to initiate,
document and support the inmate disciplinary process. The Sheriff's Office shall establish a filing
system that differentiates between incident reports, crime reports and disciplinary actions. This
policy does not require the duplication of information on two different forms. Where both exist,
cross-referencing facilitates retrieval of one or both.

Incidents that shall be documented using the appropriate approved report include (15 CCR 1044):

(a) Non-criminal incidents of rule violations by inmates.

(b) Attempted suicide or suicidal ideation on the part of an inmate, if known.

(c) Non-criminal breaches of security or evidence of an escape attempt.

(d) Non-criminal security threats, including intelligence related to Dambacher Detention
Center activities.

(e) Significant incidents related to medical issues, health or safety in the Dambacher
Detention Center.

(f) Discovery of contraband in the possession of inmates or their housing areas.

(g) Detaining or handcuffing any visitor at the facility.

(h) Traffic collisions involving Sheriff's Office vehicles.

(i) Risk management incidents to include injuries to inmates and lost or damaged
property.

(j) Accidental injuries of staff, inmates or the general public.
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206.3.3   DEATHS
All deaths shall be investigated and a report completed by the Coroner Divisonto determine the
manner of death and to gather information, including statements of inmates and staff who were
in the area at the time the death occurred.

Reporting of deaths will be handled in accordance with the Reporting Inmate Deaths Policy.

206.3.4   INJURY OR DAMAGE BY SHERIFF'S OFFICE PERSONNEL
Reports shall be taken if an injury occurs that is a result of an act of an employee. Reports shall
be taken involving damage to property or equipment.

206.3.5   USE OF FORCE
Reports related to the use of force shall be made in accordance with the Use of Force Policy.

206.4   GENERAL POLICY OF EXPEDITIOUS REPORTING
In general, all employees and supervisors shall act with promptness and efficiency in the
preparation and processing of all reports. An incomplete report, unorganized reports or reports
delayed without supervisory approval are not acceptable. Reports shall be processed according to
established priorities or according to special priority necessary under exceptional circumstances.

206.4.1   GENERAL USE OF OTHER HANDWRITTEN FORMS
County, state and federal agency forms may be block printed as appropriate. In general, the form
itself may make the requirement for typing apparent.

206.5   REPORT CORRECTIONS
Supervisors shall review reports for content and accuracy. If a correction is necessary, the
reviewing supervisor should return it to the reporting employee for correction as soon as
practicable. It shall be the responsibility of the originating employee to ensure that any report
returned for correction is processed in a timely manner. It shall be the responsibility of the
supervisor rejecting the report to follow up on any report corrections not received in a timely
manner.

206.6   REPORT CHANGES OR ALTERATIONS
Reports that have been approved by a supervisor and submitted to the Records Section for filing
and distribution shall not be modified or altered except by way of a supplemental report. Reviewed
reports that have not yet been submitted to the Records Section may be corrected or modified by
the authoring employee only with the knowledge and authorization of the reviewing supervisor.
Reviewing supervisors should not alter reports. When modifications are required, these should be
the responsibility of the authoring employee.
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Key and Electronic Access Device Control
207.1   PURPOSE AND SCOPE
The control and accountability of facility keys and electronic access devices are vital factors in
maintaining a safe and secure environment for inmates, staff, volunteers, contractors and the
public (15 CCR 1029(a)(6)). This policy outlines the methods that the Sheriff's Office will use in
maintaining strict security of its keys and electronic access devices. For ease of reference, the
term “key” as used in this policy includes all physical means of access to or exit from the secure
areas of the facility.

207.2   POLICY
It is the policy of this Sheriff's Office that all keys used to access secure areas of the facility or to
exit the secure areas of the facility are strictly controlled. Employees and supervisors will be held
accountable for the security and safety of the facility. All key control activities shall be accurately
documented on a daily basis (15 CCR 1029(a)(6)).

207.2.1   KEY IDENTIFICATION
All keys that open any doors within the facility shall be marked with unique identification codes
that will allow for quick inventory. Keys that are bundled together as a set shall be numbered or
coded with a tag to identify that set and the number of keys on the ring. The identifying numbers
or code on keys shall not correspond to numbers/codes on locks.

A separate secure document identifying all keys will be maintained by the Operations Sergeant.

207.2.2   KEYSET CONTENTS
Keysets issued to staff for use within the secure perimeter of the facility shall not contain any
key that would permit access to areas outside the secure perimeter. The armory key shall not be
permitted inside the secure perimeter. Exterior door keys shall not be permitted inside the facility
except during an emergency requiring access to the exterior doors.

207.2.3   KEY CONTROL
All facility keys shall be maintained in the electronic key boxlocate next to the Central Control
room. This key boxshall have controlled access for staff only. Each person assigned to the facility
shall be issued a password. Key sets will be checked back into the key box at the end of shift.

Under no circumstances shall an employee pass a key or keyset to another employee. All keys
must be checked out through the control process. Employees shall not possess any key for which
they have not been authorized.

Employees shall not duplicate, mark, alter or manufacture any key without written authorization
from the Jail Commander or the authorized designee.

Supervisors shall, at the beginning and end of their respective shifts, inventory the key box and
its contents. All keys must be accounted for before the supervisor may end his/her shift.
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Under no circumstances will security keys be made available to inmates regardless of their status.

207.2.4   LOCK POLICY
All security perimeter entrances, Central Control doors and cell doors shall be kept locked, except
when used for admission or exit of employees, inmates or visitors, and in an emergency. Operators
of sallyports shall ensure that only one of the doors of a sallyport is opened at any time for entry
or exit purposes, except where the entry or exit of emergency personnel requires the operator
to override the doors and allow for rapid entry or exit. Before the override function is engaged,
the officer must request approval from an OIC, Jail Corporal or higher rank, unless an exigent
circumstance exist.

207.2.5   MISSING KEYS
Any staff member who discovers that a key or keyset is missing shall immediately make a verbal
report to a supervisor and shall prepare a written incident report as directed by the supervisor.
The supervisor shall immediately initiate a search for the missing key. If a reasonable effort to
locate the key fails, the supervisor shall order a lockdown of the facility. All inmates shall be locked
in their cells/housing units. Inmates shall not be allowed to pass into or out of the facility without
being thoroughly searched for the missing key. The supervisor shall, as soon as practicable, notify
the Jail Commander regarding the loss of the key, when it was discovered and the circumstances
involved.

A methodical and thorough search of the entire facility will be made by the on-duty staff.

Additional staff may be called to assist with the search. If, after a thorough search, the key or
keyset is not located, the Jail Commander will determine whether to re-key any locks that may
have been compromised, and whether this should be done immediately.

The Jail Commander shall initiate an investigation into the disappearance of the keys to reexamine
the procedures for key control, and shall notify the Sheriff of his/her findings. Based upon the
findings of the investigation and any recommendations, the procedures governing this policy may
be amended.

207.2.6   DAMAGED KEYS OR LOCK
Damaged keys or locks shall be promptly reported to a supervisor. No part of a broken key shall be
left in the lock. All portions of the damaged key must be turned in to the Watch Commander, who
will ensure duplicate keys are provided as needed. Damaged locks shall be replaced or repaired
as soon as practicable. Appropriate security measures shall be taken until such time as the lock
is properly restored. No lock to a security door or gate shall be permitted to be inoperable or left
in an unsuitable condition. No inmate shall be secured in a cell, detention room or area that has
inoperable locks.

207.3   ELECTRONIC ACCESS DEVICES
Proximity cards, fobs or other devices may be issued to staff to allow access to restricted or
controlled areas of the facility. In the event of a lost or stolen device, an employee shall notify
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his/her supervisor as soon as it is known the device is missing. The device shall be immediately
deactivated to prevent unauthorized use.
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Daily Activity Logs and Shift Reports
208.1   PURPOSE AND SCOPE
Accurate and legible records are vital to the management of the facility. They provide a means for
managers to review events and emergency situations that have occurred within the facility.

This policy provides guidance for creating and maintaining accurate and legible records necessary
for the management of the facility.

208.2   POLICY
This policy establishes the requirement for the preparation, maintenance and retention of
permanent logs and shift reports to provide a record of both routine activities and unusual events
such as emergencies or other notable occurrences.

208.3   PROCEDURES
All members assigned to a security post shall prepare an accurate daily activity log. The daily
activity log is a permanent record of daily activities. Members who falsify any official document may
be subject to disciplinary action, up to and including termination, as well as criminal prosecution.

All members will adhere to the following procedures when preparing a daily activity log or shift
report:

(a) Black ink pen shall be used, unless entries are logged into an electronic record.

(b) Entries should be legible and provide sufficient detail to ensure that the log entry or
report properly reflects the events of the day.

(c) Entries shall include the name and badge number of the individual making the entry.

(d) Entries shall reflect the date and time of the event logged.

(e) Entries created and stored electronically shall not be modified. If corrections or
changes become necessary, they shall be done by way of a supplemental entry,
leaving the original entry unaltered and retrievable.

(f) Handwritten log entries requiring modification shall be crossed out with one line and
a new entry made, noting that it is a correction.

208.4   SHIFT ACTIVITY LOG
All pertinent activities should be documented in ATIMS. At a minimum this includes:

• Personnel on-duty

• Bookings and releases

• Formal counts

• Well-being checks, security checks and inspections and routine activities

• All searches/shakedowns
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• Inmate movement within the facility and inmates received at a housing assignment

• Meal service

• Professional visits to the housing units, including maintenance work and tours

• Alarms and security equipment tests

• Medication delivery, sick call or inmate complaint of illness or injury and the action
taken

• Locking and unlocking of inmate cells

• Disciplinary actions

• Supervisor rounds to the housing area and/or to specific inmates

• Unusual inmate behavior

• Discovered contraband

• Activities and programs offered and the attendees

• Unusual occurrences

• Sanitation inspections

• Use of emergency equipment

• Any use of force

• Key counts

The daily activity log will be retained in accordance with established records retention schedules.

208.5   SUPERVISOR RESPONSIBILITIES
Watch Commanders shall review the daily activity logs during the course of each shift. Supervisors
shall sign and include the date and time of review on each log or report. When appropriate,
supervisors should include comments in the logbook with regard to an incident or unusual
occurrence in the facility.

Whenever a major event in the facility requires a coordinated command response, the Incident
Commander (IC) should designate someone to keep a running log that identifies, at a minimum,
the following:

• Date and time the incident began

• Specific location of the incident

• Times of significant response measures taken during the incident

• Name, identification number and time of arrival of personnel on-scene

• Orders issued by the IC

• Significant events that occurred as a result of the incident
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The above information should remain available to the IC throughout the event to assist with
ongoing response planning.



Policy

209
Tuolumne County Sheriff's Office

Tuolumne County SO Custody Manual

Copyright Lexipol, LLC 2023/03/06, All Rights Reserved.
Published with permission by Tuolumne County Sheriff's
Office

Administrative and Supervisory Inspections -
38

Administrative and Supervisory Inspections
209.1   PURPOSE AND SCOPE
The purpose of this policy is to establish both regularly scheduled and unannounced inspections
of the facility’s living and activity areas. This is to encourage contact with staff and inmates and to
observe inmate living and working conditions. Inspections may be useful in identifying deficiencies,
which can be corrected, as well as processes working properly, which may be replicated elsewhere
in the facility.

209.2   POLICY
Tours and inspections shall be conducted by administrative and supervisory staff throughout the
Dambacher Detention Center at least weekly to facilitate and encourage communication among
administrators, managers, supervisors, staff employees, inmates and the visiting public.

209.3   INSPECTIONS
The Jail Commander is responsible for ensuring that scheduled and unscheduled inspections,
visits and contacts are implemented to minimally include:

(a) The general conditions and overall climate of the facility.

(b) The living and working conditions of inmates.

(c) Communication between administrators, managers, supervisors, staff, inmates and
the visiting public.

(d) Compliance with policies.

(e) Safety, security and sanitation concerns.

(f) Inmate concerns.

(g) Meal services.

209.3.1   AREAS TO BE INSPECTED
Supervisor inspections should occur in all occupied areas of the facility on a daily basis, including
weekends and holidays. Inspections should be conducted randomly and special effort should be
given to tour and informally inspect the following areas:

• Inmate housing areas

• Booking and receiving areas, including holding cells

• Exercise yard and recreation areas

• Visiting and program areas

• Medical and dental service areas

• Vocational work areas, e.g., the kitchen, janitorial closets
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• Sallyports and transportation staging areas

209.4   INSPECTIONS OF SECURITY EQUIPMENT
The Jail Commander shall be responsible for designating a qualified person to conduct weekly
inspections of all security devices, identifying those in need of repair or maintenance and providing
a written report of the results of the inspection. The Jail Commander shall document all action taken
to correct identified deficiencies, including maintenance records, and shall retain those records in
accordance with established records retention schedules.

209.5   DOCUMENTATION AND REPORTING
Each staff member conducting the inspection or tour shall document the activity in the appropriate
station form or facility log. The log should include any significant findings that indicate remedial
action or training may be needed. Significant issues of security or safety shall be addressed
promptly. Commendable or successful actions that should be replicated elsewhere in the facility
should also be noted in the log.

The Watch Commander shall review the logs daily and ensure that any deficiencies noted are
addressed or forwarded through the chain of command, as appropriate, and that commendable
actions are also appropriately addressed.
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Perimeter Security
210.1   PURPOSE AND SCOPE
The purpose of this policy is to establish this facility’s perimeters, to ensure that incarcerated
inmates remain inside the perimeters, and that visitors, vendors, volunteers and employee access
is granted only with proper authorization and through designated safety vestibules and sallyports.
The secure perimeter of this facility will provide protection from the escape of persons being
processed, held or housed, and will act as a defense against the entry of unauthorized persons. It
shall be maintained to prevent contraband from entering the secure areas of the facility (15 CCR
1029(a)(6)).

210.2   POLICY
All entry points to the secure perimeter of the facility shall be monitored and controlled continuously
by Central Control staff. The entire perimeter shall be inspected, maintained, monitored and
continuously assessed to ensure its physical integrity and prevent unauthorized entry, inmate
escape and contraband from entering the facility.

210.2.1   VISITORS
This facility shall be maintained as a secure area and no person shall enter any portion of the inner
perimeter without specific authorization from the Jail Commander or the authorized designee. All
visitors shall be required to provide satisfactory identification, such as a valid driver’s license, valid
passport or military identification. Visitors shall be required to sign in on the visitor log and state
the reason for the visit. Visitors must wear a visitor’s badge at all times and shall be escorted by
one or more staff members at all times while they are in the secure areas of the facility.

210.3   PROCEDURE
The secure perimeter shall be maintained by assigned staff as well as a contracted law
enforcement agency. The Jail Commander or the authorized designee shall ensure that a staffing
plan is in place to monitor the secure perimeter of this facility. Suspicious activity at or near the
perimeter shall immediately be reported to the Watch Commander and the Central Control. The
Central Control staff shall initiate an appropriate law enforcement response.

Individuals suspected to be in violation of any law may be subject to detention or arrest.
Warrant checks should be conducted on all individuals who are on the property without proper
authorization. Individuals found to be loitering on or around the perimeter of the facility will be
stopped and questioned to determine the circumstances of their presence. They may be denied
entrance into the facility.

The Central Control staff shall identify all persons seeking to gain access to the secure perimeter
of the facility. Persons delivering goods or services shall identify themselves to the Central Control
staff prior to being allowed access to the delivery area.
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Materials delivered to or transported from the facility's secure perimeter shall be inspected for
contraband. Vendors making deliveries into the secure area of the facility will do so under the
supervision of custody staff.

Keys to the secure perimeter shall be easily identifiable and issued only in emergency situations
or with the authorization of the Jail Commander.

Weapons lockers are provided outside all secure perimeter entrances. All weapons must be
secured prior to an individual being allowed to enter the facility.

The sallyport and the secure garage are to be used for the transfer of inmates.

Operation of the sallyport doors will be done in such a manner as to effectively control movement
into and out of the secure inner perimeter of this facility. Central Control staff are responsible
for ensuring all perimeter surveillance equipment is in good working order and shall immediately
report malfunctions or failures to the on-duty supervisor.

Outer perimeter security may be accomplished by using fencing or another type of barrier. These
barriers should be designed to route vehicular and pedestrian traffic away from non-public areas.
Outer perimeter lighting should be designed to illuminate all areas of the exterior to allow visual
inspection by video monitor or perimeter patrols.

Each shift the Watch Commander shall assign a deputy to inspect the outer and inner perimeter.
During these check Deputies will verify that all secured doors and gate are locked. They will also
inspect the fence line for tampering and contraband.
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Facility Security
211.1   BACKGROUND
The security and safety of the jail are the responsibility of the custody staff.

This policy will provide guidelines and promote security consciousness while performing assigned
duties.

To ensure the safety and security of the jail for all staff members and inmates and provide direction
and accountability for keys, medication, kitchen implements and tools.

211.2   SECURITY PROCEDURES
KEY CONTROL

1. Keys are to be stored in the electronic key box and the metal lock boxes located in
secured alternate locations.

2. The on-duty Watch Commander shall insure that a check of each key box is made for
key accountability at least once each shift.

3. No key ring shall contain both interior and exterior door keys.

4. All duplicate keys shall be kept in the electronic key box or the metal lock box.

5. Under  no  circumstances are inmate workers or inmates allowed to handle any jail
key.

6. Keys shall never be left in locks or lying around in the jail.

7. Broken or malfunctioning keys or locks shall immediately be reported to the on-duty
Watch Commander.

8. Employees shall not duplicate a facility key or lock, nor permit any inmate to handle
any facility keys or tamper with any locks or security equipment.

9. All personnel, prior to leaving the facility, shall return their shift keys to the key box.
However, if performing a perimeter check, custody staff can relinquish their keys to
the Watch Commander.

10. Prior to going off duty, all staff will return their shift keys to the correct location in the
key box.

11.  All facility keys shall be appropriately assigned to custody staff. At the start of their
shift, each staff member will be responsible for retrieving their assigned keys from the
key box.

12. Deputies shall keep their assigned keys with them at all times and shall keep them
safe and secure from loss or misuse.

13. Deputies shall not leave jail keys unattended (such as putting them on a desk or
countertop) at any time.

14. When an employee leaves the department for any reason, he/she shall relinquish all
keys assigned to him/her.
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GENERAL SECURITY

1. Red lines will be enforced without exceptions. All inmates including inmate workers
will not be allowed to cross a red line without specific instruction from a custody
staff member. When inmates are permitted to cross a line, they will be observed and
accompanied by a staff member.

2. Exterior and interior doors will remain closed and locked on all shifts.Generally, if two
doors need to be passed through, the first door will be locked before the second door
is opened. Never leave doors unlocked for convenience. Prior to admitting any person
or inmate to pass through an electric/automatic door, all personnel will first ascertain
the identity and purpose of the person requesting or attempting to pass.

KITCHEN SECURITY

1. Jail cooks shall assure all knives are accounted for and not removed from the kitchen
area.

2. The delivery doors for the kitchen, both interior and exterior shall remain locked on all
shifts. Generally, if two doors need to be passed through, the first door will be locked
before the second door is opened. Delivery doors shall never be left open or unlocked
for convenience.

3. All kitchen deliveries will take place at the loading dock. Delivery drivers will be
responsible for placing the deliveries inside of the receiving bay. Once the delivery
has been placed inside of the receiving bay, the delivery driver will remain there,
and central control will close the roll up gate. Central control will then open the inner
receiving door to allow the Summit cook inside. The Summit cook will secure the door
behind him/her. It shall be the responsibility of the jail cook to receive, inspect, and
account for all deliveries made to the jail. Once the delivery is accepted, central control
will open the outer receiving door to allow the delivery driver to exit the facility and
secure the door behind him/her. Central control will again open the inner receiving
door. Under the supervision of the Jail Cook, inmate workers will be responsible for
moving the deliveries out of the receiving bay. Once all items have been removed from
the receiving bay, the Jail cook will secure the inner door.

EVENING LOCKDOWN

1. The locks of individual cells and cellblocks will be checked for loading and proper
functioning during each evening lock-down. Lockdown will take place between 2200
and 2300 hour

2. Handcuffing ports and food pass ports will be checked to ensure they are latched and
in working order.

CELL BLOCK SECURITY

Deputies should be alert for their personal safety at all times in inmate areas. Keep a position of
advantage at all times and never turn your back on an inmate. Keep them in front of you and in
sight whenever possible. Order inmates into cells or security areas whenever you have cause or
suspicion of any danger or belligerence. Do not enter a cell area by yourself to handle a problem.

HIGH RISK INMATES
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Medical staff, mental health employees, or any other authorized visitors will be accompanied by
two deputies for any occasion when dealing with an inmate of this classification type.

211.3   FACILITY TOURS

1. The Watch Commander shall tour Intake, Kitchen, Laundry, Central Control, West
Pod, East Pod, and any housing unit that contains inmates at least once per shift.
Attention will be made to cleanliness, any hazardous conditions, and violations of any
inmate rules, department policies or security violations.

2. The Watch Commander will take immediate action to correct any violations or hazards
discovered.

3. The Watch Commander will log that they have completed a facility tour in the JMS
under the sergeant log.

211.4   INMATE COUNTS
The Watch Commander will insure that a physical inmate count is made once per shift,
ascertaining that all jail inmates are present and/or accounted for. The count will be recorded on
the JMS log.

211.5   SECURITY OF HOUSEKEEPING EQUIPMENT AND SUPPLIES
Facility shall provide for the secure storage of housekeeping equipment and supplies while not in
use. Potentially dangerous cleaning agents shall be kept locked up and shall be used only under
the supervision of a Jail Deputy. (Exception: Bleach used in the laundry need not be kept under
lock.)

211.6   SECURITY OF MEDICATION
"Medical Protocol" provide for the secure storage and the controlled administration of all legally
obtained drugs. Such plans, procedures, space and accessories shall include, but not be limited
to the following:

1. Secure lockable cabinets, closets and refrigeration units.

2. Means for a positive identification of the recipient of the prescribed medication, such
as a wristband or photograph;

3. Procedures for administering prescribed drugs at the proper time and dosage.

4. The deputy shall confirm that the recipient has ingested the medication.

5. Procedures for the administration of controlled substances and dangerous drugs in
liquid or powdered form, whenever possible;

6. Procedures for recording that the prescribed dose has been administered and by
whom, or, if not administered, the reason therefore.

7. Inmates are prohibited from the administration of drugs.
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211.7   SECURITY OF TOOLS

1. All tools assigned to or used within the facility shall be controlled so they may not be
used by an inmate to affect an escape or use as a weapon.

2. Any member becoming aware of a condition that allows unauthorized inmates access
to tools shall immediately secure the tools and report the incident to their immediate
supervisor.

3. All tools assigned to the facility such as gardening, mechanical, culinary, etc., shall be
properly safeguarded and accounted for.

4. An inmate shall not use tools without proper supervision and control and shall not
retain the tools after the assigned task has been completed.

211.8   SECURITY CHECK AFTER REPAIRS
Whenever workmen or Facilities Maintenance personnel make repairs in an area, the deputy
assigned to that area shall ascertain that tools or supplies have not been left behind. Any
discrepancies are to be reported to the Watch Commander immediately. Inmates shall be removed
from housing units or locked down during repairs.

211.9   SECURITY OF WEAPONS
All weapons shall remain secured outside of the jail. The central control Custody Support
Technician will be responsible for ensuring all personnel granted access into the facility have
secured any weapons they have on the person prior to admittance.

The exception being authorized less lethal devices used by trained Custody staff. Including but not
limited to OC spray, tasers, batons, pepper ball guns, less lethal shotguns, and 40 MM launchers.
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Hunting Zone
212.1   BACKGROUND
The attached property that is located to the East, West, and South of the Dambacher Detention
Center, is oftentimes used for hunting. Therefore, it is reasonable to assume that a firearm or other
deadly weapon will be discharged near the facility.

212.2   DEFINITION
Hunting is defined as the practice of seeking, pursuing and capturing or killing of wild animals.

To ensure the safety of the facility and its occupants, there are certain laws that have been
established to provide for such protection.

(a) It is unlawful for a person, other than the owner, person in possession of the premises,
or a person having the express permission of the owner or person in possession of the
premises, while within 150 yards of an occupied dwelling house, residence, or other
building, or within 150 yards of a barn or other outbuilding used in connection with an
occupied dwelling house, residence, or other building, to either hunt or discharge a
firearm or other deadly weapon while hunting. The 150-yard area is a "safety zone."

(b) It is unlawful for a person to intentionally discharge a firearm or release an arrow or
crossbow bolt over or across a public road or other established way open to the public
in an unsafe and reckless manner.

Fish and Game Code § 3004

212.3   PROCEDURE
All custody staff shall immediately report any occurrence of discharging of a firearm or other deadly
weapon within 150 yards (450 feet) of the facility to the on-duty Watch Commander. The on-duty
Watch Commander shall notify dispatch.

An incident report shall be completed and submitted to the Jail Commander.
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Accessibility - Facility and Equipment
213.1   PURPOSE AND SCOPE
This policy is intended to ensure that staff and the general public have access to the facility, in
compliance with the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation
Act (29 USC § 794).

213.1.1   DISABILITY DEFINED
A disability is any physical or mental impairment that substantially limits one or more major
life activities. These include, but are not limited to, any disability that would substantially limit
the mobility of an individual or an impairment of vision and/or hearing, speaking or performing
manual tasks that require some level of dexterity. Additionally, disability includes a physical or
mental impairment that would inhibit a person’s ability to meet the requirements established by
the Sheriff's Office for conducting visitation or other business in the facility.

213.2   POLICY
The Tuolumne County Sheriff's Office prohibits discrimination of persons with disabilities. The
Tuolumne County Sheriff's Office adheres to the ADA and all other applicable federal and state
laws, regulations and guidelines in providing reasonable accommodations to ensure that the
facility is reasonably accessible to and usable by individuals.

213.3   ACCOMMODATIONS
As part of the compliance with the ADA and the commitment to provide access to persons with
disabilities, the Sheriff's Office will provide reasonable accommodations that include, but are not
limited to:

• Vehicle parking areas that accommodate cars and vans or other vehicles with
wheelchair lifts.

• Public areas that are wheelchair accessible.

• Drinking fountains that can accommodate wheelchairs or other mobility devices.

• ADA-compliant elevators.

• Restroom areas that are wheelchair compliant and meet ADA standards for
accessibility.

• Search areas and metal detection devices, including private areas where alternative
search methods may be performed.

• Services and equipment for the deaf and hard of hearing.

• Visitor check-in areas.

• Visitation areas, including attorney interview rooms that can accommodate
wheelchairs and other mobility devices.
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213.3.1   MEMBER RESPONSIBILITIES
Members receiving a request for accommodation should make reasonable attempts to do so. If a
request cannot be reasonably accommodated, a supervisor should be notified.

Members becoming aware of any potential ADA violation should document the issue in a
memorandum and forward the memorandum to the Jail Commander with a copy to the ADA
coordinator.

Members receiving a complaint of disability discrimination or inability to reasonably access the
facility, or any other complaint related to the ADA, should document the complaint and refer the
matter to the ADA coordinator.

213.4   ADA COORDINATOR
The Jail Commander should appoint a staff member to serve as the ADA coordinator, whose
primary responsibilities include, but are not limited to, coordinating compliance with ADA
requirements. The ADA coordinator should be knowledgeable and experienced in a variety of
areas, including:

(a) The Sheriff's Office's structure, activities and employees, including special issues
relating to the requirements of the Dambacher Detention Center.

(b) The ADA and other laws that address the rights of people with disabilities, such as
Section 504 of the Rehabilitation Act (29 USC § 794).

(c) The accommodation needs of people with a broad range of disabilities.

(d) Alternative formats and technologies that enable staff, inmates and the public with
disabilities to communicate, participate and perform tasks related to Dambacher
Detention Center activities.

(e) Construction and remodeling requirements with respect to ADA design standards.

(f) Working cooperatively with staff, inmates and the public with disabilities, as well as
with local disability advocacy groups or other disability groups.

(g) Negotiation and mediation.

213.4.1   DISSEMINATION OF INFORMATION
The ADA coordinator will be responsible for the dissemination of information to staff and visitors
on issues specifically related, but not limited to:

• Services available to members of the public who are disabled.

• Accessing services to accommodate disabilities.

• Registering complaints or grievances relating to issues involving the ADA.

213.5   TRAINING
The ADA coordinator should work with the Training Sergeant as appropriate, developing training
regarding issues specifically related, but not limited to:

(a) The requirements of Section 504 of the Rehabilitation Act (29 USC § 794).
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(b) Sheriff's Office policies and procedures relating to ADA requirements.
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Community Relations and Public Information
214.1   PURPOSE AND SCOPE
This policy provides guidelines to custody personnel when dealing with the general public or
interested groups when requests are received to share information regarding the operations and
policies of the facility (see the News Media Relations Policy for guidance on media releases) (15
CCR 1045).

214.2   POLICY
It is the policy of the Tuolumne County Sheriff's Office to protect the privacy rights of individuals
while releasing non-confidential information to interested groups when requests are received.
Information that has the potential to affect the safety and security of the Dambacher Detention
Center or an investigation will not be released.

214.3   RESPONSIBILITIES
The Jail Commander is responsible for ensuring that the following information is public and
available to all who inquire about it.

(a) The Board of State and Community Corrections Minimum Standards for Local
Detention Facilities as found in Title 15 of the California Code of Regulations.

(b) Facility rules and procedures affecting incarcerated persons as specified in 15 CCR
sections:

1. 1045, Public Information Plan

2. 1061, Incarcerated Persons Education Plan

3. 1062, Visiting

4. 1063, Correspondence

5. 1064, Library Service

6. 1065, Exercise and Out of Cell Time

7. 1066, Books, Newspapers, Periodicals, and Writings

8. 1067, Access to Telephone

9. 1068, Access to Courts and Counsel

10. 1069, Incarcerated Persons Orientation

11. 1070, Individual/Family Service Programs

12. 1071, Voting

13. 1072, Religious Observance

14. 1073, Incarcerated Persons Grievance Procedure

15. 1080, Rules and Disciplinary Action Penalties
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16. 1081, Plan for Discipline of Incarcerated Persons

17. 1082, Forms of Discipline

18. 1083, Limitations on Discipline

19. 1200, Responsibility for Health Care Services

This information is to be made available at the facility's front desk and assembled into a binder
or clearly posted for public viewing. Additionally, a copy should be made available in this facility's
library or provided by other means for use by incarcerated persons. At the discretion of the Sheriff,
the information may also be made available electronically. No information will be released on
persons whose booking process is not completed.

214.4   PROHIBITED MATERIALS
Policies, procedures, and other information and materials related to the safety and security of
incarcerated persons, custody personnel, the facility, or the maintenance of order should not be
provided as a part of the public information material unless directed by the Sheriff.

214.5   TOURS OF THE CUSTODY FACILITY
Tours of this facility may be arranged through the Jail Commander. Authorized tours are subject
to facility rules and restrictions:

(a) Persons who tour this facility must be of an appropriate age as determined by the
Sheriff.

(b) A short application form must be completed and a background check for warrants will
be conducted before an applicant is approved to participate in a tour.

A record of all facility tours should be maintained in accordance with applicable retention
requirements.

214.6   DISSEMINATION OF INFORMATION
Copies of the Public Information Plan shall be kept in the Jail Administrative Lobby desk and the
Watch Commander's Office.
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Victim Notification of Inmate Release
215.1   PURPOSE AND SCOPE
The purpose of this policy is to ensure victims of crimes receive notice when an inmate held for
those crimes is released, and that victims receive any other notification required by California law.

215.2   POLICY
It is the policy of this Sheriff's Office to act in accordance with all laws regarding victim notification.

215.3   PROCEDURE
The Jail Commander shall ensure that a system is in place for individuals to request release
notification on any inmate housed in this facility.

Notification requests or requirements that are known during the booking process should be
documented in the appropriate designated section of the inmate's booking file.

In the event that an individual contacts this facility and requests notification on any inmate
housed in this facility, staff should notify a supervisor, who will determine whether notifications
are required or appropriate, and ensure the notification request and determination is documented
in the inmate's file.

Staff should inform victims who call the jail of the Victim Information and Notification system
(VINE).

215.4   NOTIFICATION
Members tasked with the release of an inmate or investigating an escape shall verify whether
there is a required release notification in the inmate’s file.

Members shall document notification efforts in the inmate’s file.

Unless ordered by the court or a supervisor, no victim information shall be provided to any
inmate by any employee or volunteer of this facility. Any unauthorized access or release of victim
information is a direct violation of victim confidentiality and applicable policies, and may subject
the person releasing the information to disciplinary action, up to and including termination from
employment and/or criminal prosecution.

215.4.1   REQUIRED NOTIFICATIONS
The Watch Commander or the authorized designee shall make a reasonable and good faith effort
to make all notifications required by law including:

(a) Notice to any person a court identifies as a victim of the offense, a family member of
the victim, or a witness to the offense not less than 15 days prior to the release of
any person convicted of stalking under Penal Code § 646.9 or convicted of a felony
involving domestic violence (Penal Code § 646.92(a)).
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(b) Notice to any person a court identifies as a victim of the offense, a family member of
the victim, or a witness upon escape and capture of any person convicted of violating
Penal Code § 646.9 or convicted of a felony offense involving domestic violence (Penal
Code § 646.92(d)).

(c) Notice to any victim or other affected person who has requested notification that
an inmate convicted of the offenses listed in Penal Code § 679.02(a)(13) has been
ordered placed on probation and the proposed date of release (Penal Code §
679.02(a)(14)).

(d) If the crime was a homicide, notice to any victim or the next of kin of the victim within
60 days of an inmate's placement in a reentry or work furlough program, or of the
inmate's escape (Penal Code § 679.02(a)(6)).

(e) Notice of the release of any inmate to victims of crime who have requested to be
notified

(f) Notice to law enforcement agencies known to be involved with the case upon any
escape and capture of an inmate.

Notification should be made by telephone, certified mail, or electronic mail, using the method of
communication selected by the person to be notified, if that method is reasonably available. In
the event the person's contact information provided to the Sheriff's Office is no longer current, the
Sheriff's Office shall make a diligent, good faith effort to learn the whereabouts of the victim in
order to comply with these notification requirements. Notification shall only be left on a messaging
system if the person has indicated in the notification request that such notification is acceptable
or if staff has attempted and cannot make other contact with the person.

If contact cannot be made and no means exist to leave a message with the person, the Watch
Commander or the authorized designee should request the law enforcement agency having
jurisdiction where the person resides perform a welfare check. Subsequent and continuing
attempts shall be made to contact the person using the numbers listed in the notification request.
All attempts to contact shall be documented on the victim notification request form.
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Staffing Plan
216.1   PURPOSE AND SCOPE
The purpose of this policy is to establish a comprehensive staffing plan and analysis to identify
staffing needs sufficient to maintain the safety and security of the facility, staff, visitors, inmates
and the public.

216.2   POLICY
It is the policy of the Tuolumne County Sheriff's Office to ensure the safety, security and efficient
operation of this facility by assigning custody personnel according to a detailed staffing plan that
is developed and maintained in accordance with law.

216.3   STAFFING PLAN REQUIREMENTS
The Jail Commander shall ensure that a staffing plan conforming to the class type and size of this
facility is prepared and maintained as described in the following section. The plan should detail all
custody personnel assignments, including work hours and weekly schedules, and should account
for holidays, vacations, training schedules and other atypical situations (15 CCR 1027).

At minimum, the staffing plan will include the following:

• Facility administration and supervision

• Facility programs, including exercise and recreation

• Inmate supervision and custody

• Support services including medical, food services, maintenance and clerical

• Other jail-related functions such as escort and transportation of inmates

216.4   STAFFING ANALYSIS
The Sheriff or the authorized designee shall complete an annual comprehensive staffing analysis
to evaluate personnel requirements and available staffing levels. The staffing analysis will be used
to determine staffing needs and to develop staffing plans.

This analysis shall include information gathered in collaboration with the health care provider in
each facility regarding staffing requirements. The analysis relating to health care personnel shall
be annually reviewed for adequacy by the health authority.

The Jail Commander, in conjunction with the PREA coordinator, should ensure that staffing levels
are sufficient to consistently and adequately fill essential positions, as determined by the staffing
plan (28 CFR 115.13). Relief factors for each classification and position should be calculated into
the staffing analysis to ensure staffing levels will consistently meet requirements. Staff should be
deployed in an efficient and cost-effective manner that provides for the safety and security of the
staff, inmates and the public.
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The staffing analysis should be used to identify whether required activities are being performed
competently and in compliance with current laws and Sheriff's Office policies. If deficiencies
are noted, the staffing analysis should also include recommendations regarding what corrective
measures may be needed, including the following:

(a) Operational change

(b) Equipment requirement

(c) Additional training

(d) Supervisory intervention

(e) Additional personnel

216.4.1   DATA COLLECTION FOR ANALYSIS
The following data should be collected and included in the annual staffing analysis:

• All categories of leave usage for each staff member working in the Dambacher
Detention Center

• Date of hire or assignment to a Dambacher Detention Center position for each member

• Date of transfer from the Dambacher Detention Center to another non-custody position
for each member

• Annual hours of authorized overtime expended during the previous year

• Number of part-time or extra personnel hired during the previous year

• Details of any unusual occurrence or significant medical issues in the Dambacher
Detention Center that were related to staffing during the previous year

• Details of claims or litigation, if any, that were related to staffing levels and were
initiated against the facility in the previous year

• Labor contracts/collective bargaining agreements relating to corrections and medical
personnel

• Annual training requirements that affected staffing levels in the Dambacher Detention
Center

• Concerns expressed by members of the public

• Any investigations or reports by the grand jury or other government agency,
Dambacher Detention Center monitor, or ombudsperson

• Other data that may influence the number of personnel available to occupy posted
positions

216.5   REPORTING
The facility staffing plan shall be made available for review to the Board of State and Community
Corrections (BSCC) staff at the time of their biennial inspection. The Jail Commander shall
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report the results of the BSCC biennial review and recommendations to the officials with fiscal
responsibility for the facility (15 CCR 1027).
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Arrestee Arrival Notification
217.1   BACKGROUND
All agencies bringing arrestees into the Dambacher Detention Center, shall notify central control of
their arrival. This notification can be made by using the intercom located at the east gate. Sheriff's
Office Patrol staff will have their radios programmed to the DDC channel, enabling them to make
that notification via radio.

217.2   POLICY
Upon notification by an arresting agency that they are bringing an arrestee to the Dambacher
Detention Center, Central Control shall immediately notify Booking of the arrestee's arrival.

217.3   PROCEDURE
All agencies bringing arrestees into the Dambacher Detention Center, shall utilize the intercom
located outside the east perimeter gate, or radio to notify Central Control of their arrival. Included
in that notification will be the number of individuals they intend to book, the type of charges they
are being held on, and the level of cooperation they've encountered to that point.

In the event an arresting agency notifies Central Control they have a combative or otherwise
uncooperative individual in their custody, Central Control shall immediately notify both Booking
and the on-duty Watch Commander of the arrestee's arrival. Notification shall be made via radio.

Upon notification that an arresting agency is bringing a combative or otherwise uncooperative
arrestee to the Dambacher Detention Center, the on-duty Watch Commander will respond to the
Vehicle Sallyport to directly supervise the arrestee's arrival and placement into an appropriate
holding cell at intake. The response will be immediate, unless other duties reasonably and
appropriately delay it.

The direct supervision of combative or otherwise uncooperative arrestees is a priority and all other
non-emergency duties should become subordinate to that event.
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Organizational Function
218.1   BACKGROUND
The Custody Division personnel, including volunteers, have specific duties and responsibilities
within the Sheriff's Department Chain of Command.  This section is to define the function and
responsibility of each member of the custody staff.

218.2   DEFINITIONS
This section describes the organization and function of each Custody Division member.

CUSTODY DIVISION COMMANDER - Commands and is responsible for the activities of the entire
Custody Division in accordance with the policies and procedure prescribed by the Sheriff.  This
position is equivalent to a "Facility Manager" as described in the Minimum Jail Standards, Title
15, and California Administrative Code (CAC).

ADMINISTRATIVE SERGEANT - Performs administrative duties for Custody Commander. Acts
as Custody Commander in his/her absence.

OPERATIONS SERGEANT-  Oversees general day to day operations of the facility, including
the Jail Management Software (JMS), secured electronics, body scanning equipment, live scan
equipment, radios, key management (detention and non-detention), access card management,
and acts as a liaison between vendors and the facility (Securus, Smart Communications, Dish
Network, Etc.).

SERGEANT - Performs supervisory duties and/or specialized staff assignments, conduct
personnel evaluations for assigned personnel and are equivalent to "Supervisory Custodial
Personnel" as described in Minimum Jail Standards.

CORPORAL - A jail deputy selected to provide training to new employees and acts as Officer in
Charge (O.I.C.) in the absence of a sergeant.

OFFICER IN CHARGE (OIC) - O.I.C.'s performs supervisory duties and/or specialized staff
assignments and are equivalent to "Supervisory Custodial Personnel" as described in Minimum
Jail Standards.

JAIL DEPUTY - The primary duty of jail deputy personnel is the supervision of inmates. These
positions are equivalent to "Custodial Personnel", as described in the Minimum Jail Standards.

CUSTODY FISCAL TECH - Purchasing, financial, staff assistance and manages the Inmate
Welfare Fund.

ADMINISTRATIVE CUSTODY SUPPORT TECHNICIAN - Coordinates training of new custody
support techs, acts as liaison between other county agencies, gives input for custody support
techs evaluations as well as custody support tech duties.

CUSTODY SUPPORT TECHNICIAN – Custody support techs will be cross-trained in both
booking and central control, enabling them to provide inmate booking services, maintain inmate
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computer records, monitor security monitors, activate jail doors, schedule visitations and receive
telephone calls for the jail.

INMATE SERVICES AND COMMISSARY - Senior Account Clerk provides inmate assistance
through coordination of the jail commissary, inmate educational services, and manages inmate
welfare fund

CLASSIFICATION DEPUTY - The Classification Deputy shall gather sufficient information on
each inmate to properly assign him/her to a housing unit, based on the needs and security of the
facility and the needs of the inmate. They will also be responsible for assisting with investigations
related to inmates within the facility when possible

TRANSPORTATION DEPUTY – Provides transportation of inmates to and from court, prisons,
hospitals, other agencies, etc.

JAIL PROGRAM SPECIALIST - Coordinates inmate programs, assists with maintaining eligible
worker lists, and other duties as assigned.

CHAPLAIN - The Custody Division shall make available to inmates, upon request, the services
of a chaplain.  The chaplain may:

1. Arrange for a jail ministry program for inmates and conduct religious activities in the
facility.

2. Approve assistant chaplains for assistance in the jail ministry.

3. Assist the various clergy in their efforts regarding individual inmates.

4. Arrange for approval to be issued to an inmate's pastor in order that he/she may visit
him/her in a program room.

5. Provide individual counseling and guidance regarding personal problems such as, but
not limited to, contacting inmates' families about marital problems.

6. Make available religious literature for all faiths.

7. Conduct religious services for those inmates requesting them on an individual basis
when those inmates are administratively segregated.

VOLUNTEER ORGANIZATIONS

Organized volunteer groups from the community shall, with the approval of the Custody
Commander and Sheriff, be permitted to visit to provide rehabilitation and educational programs
for inmates.

Appropriate security checks shall be made, prior to admittance, of all individuals participating in
such programs.  Such checks should include local case files, wants and warrants, etc.

Persons convicted of a felony or a misdemeanor within 5 years should not serve within the facility.
  The Custody Commander may authorize individual exceptions to this rule based on the value
of the service to the institution.
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Chapter 3 - Recruitment Selection and Planning
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Employee Orientation
300.1   PURPOSE AND SCOPE
The purpose of this policy is to define the parameters for new employee orientation. The purpose
of the orientation is to provide new employees with basic information about the facility and the
environment in which they will be working. Orientation is not meant to supplant other basic training
required by law, ordinance or regulations.

300.2   NEW EMPLOYEE ORIENTATION
Each new facility employee shall receive an orientation prior to assuming his/her duties. At a
minimum, the orientation shall include:

• Working conditions

• Code of ethics

• Personnel policy manual

• Employee rights and responsibilities

• Overview of the criminal justice system

• Tour of the facility

• Facility goals and objectives

• Facility organization

• Staff rules and regulations

• Program overview

300.3   EMPLOYEE ACKNOWLEDGEMENTS
Sheriff's Office personnel assigned to provide the new employee orientation will ensure that each
new employee is given copies of work rules and regulations, Sheriff's Office ethics, and any other
Sheriff's Office documents, for which the employee will be held accountable.

A staff member will collect a signature page from the employee, acknowledging receipt, review and
understanding of the documents. A copy of the signature page shall be retained in the employee's
personnel file in accordance with established records retention schedules.
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Continuing Professional Education
301.1   PURPOSE AND SCOPE
This policy is designed to support the ongoing professional education of Sheriff's Office personnel
at all levels. Continuing professional education provides a broad view of the world and by extension
enhances the understanding of the correctional mission as it applies to the Sheriff's Office and
the community.

301.1.1   PHILOSOPHY
The Sheriff's Office seeks to encourage continuing education whenever practical. All continuing
education programs will be within the framework of negotiated employee agreements and
the availability of funds to provide ongoing efforts for self improvement. The Sheriff's Office
encourages all personnel to participate in formal education on a continuing basis.

301.2   OBJECTIVES
Training involves activities whereby deputies, professional staff, support and contractor personnel
learn and demonstrate an understanding of the specific job skills required for each position.

Individuals who engage in furthering their education in conjunction with skills-based training make
for well-rounded employees who can better serve the mission of the Sheriff's Office and the
community.

301.3   REQUIRED TRAINING
With the exception of the year that the staff member is enrolled in a core training module, all staff
members shall complete the annual required training specified in Section 184 of Title 15 CCR
(15 CCR 1025).
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Training for Managers and Supervisors
302.1   PURPOSE AND SCOPE
This policy establishes training requirements and guidelines for supervisory and management
staff, and encourages all personnel to participate in basic and continuing professional training.

302.2   POLICY
It is the policy of this Sheriff's Office to administer a training program that provides for the
professional growth and continued development of its personnel in accordance with all laws,
ordinances and regulations. All training is provided with the intent to improve the competency of
staff within the confines of funding, the requirements of a given assignment, staffing levels and
legal mandates (15 CCR 1021; 15 CCR 1023).

302.3   TRAINING OBJECTIVES
The objectives of the training program are to accomplish the following:

(a) Improve the competency of staff at all levels.

(b) Ensure that staff can carry out the mission of the Sheriff's Office through a thoroughly
demonstrated knowledge of Sheriff's Office policies and procedures.

(c) Increase the technical expertise and overall effectiveness of personnel.

(d) Provide for continued professional development of Sheriff's Office personnel.

302.4   TRAINING FOR NEW MANAGERS AND SUPERVISORS
All Jail Commanders and supervisors (full- or part-time) are required to have 80 hours of
management and supervision training as specified by the Commission on Peace Officer Standards
and Training (POST) or the Standards and Training for Corrections Program (STC) within the first
year of their appointment. Supervisors and managers shall thereafter receive a minimum of 24
hours of refresher training annually related to facility management and supervision (15 CCR 1021;
15 CCR 1023; 15 CCR 1025).

302.4.1   SUPERVISORY TRAINING
All supervisory personnel shall have completed core training as specified in the Training Policy,
prior to assuming supervisory responsibilities (15 CCR 1021).

302.5   TRAINING RECORDS
The Sheriff's Office shall use training courses certified by a competent government or standards-
setting organization whenever practicable. All training should include testing to identify and
document the employee’s knowledge of the subject matter.

It shall be the responsibility of the Training Sergeant to ensure that the following is maintained on
file for all training provided by the Sheriff's Office:

• The course outline or lesson plan
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• A roster signed and dated by those in attendance

• The name of the person coordinating the training

It shall be the responsibility of the involved employee to provide his/her immediate supervisor or
the Training Sergeant with evidence of completed training or education in a timely manner. The
Training Sergeant shall ensure that copies of such training records are placed in the employee’s
training file and retained in accordance with established records retention schedules.
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Dambacher Detention Center Training Officer
Program
303.1   PURPOSE AND SCOPE
The Dambacher Detention Center training officer program is intended to provide a standardized
program to facilitate the deputy’s transition from the academic setting to the actual performance
of general corrections duties.

It is the policy of this Sheriff's Office to assign all new deputies to a structured Dambacher
Detention Center training officer program that is designed to prepare the new deputy to perform in
a custody assignment, and to provide training on all skills needed to operate in a safe, productive
and professional manner.

303.2   TRAINING OFFICER
The Training Officer (JTO) is an experienced deputy trained in the art and science of supervising,
training and evaluating entry-level deputies in the application of their previously acquired
knowledge and skills.

303.2.1   SELECTION PROCESS
Training officers will be selected based on certain requirements, including:

(a) A desire to perform the training mission.

(b) A minimum of one year as a deputy.

(c) A demonstrated ability to be a positive role model.

(d) Successfully passed an internal selection process.

(e) Evaluation by supervisors.

303.2.2   TRAINING
All JTOs shall successfully complete a 40-hour course of instruction..

303.3   TRAINING OFFICER RESPONSIBILITIES

(a) JTOs shall complete and submit a written evaluation on the performance of their
assigned trainee to the Training Sergeant a daily basis.

(b) JTOs shall review the performance evaluations with the trainee each day.

(c) JTOs shall be responsible for signing off all completed topics contained in the
Training Manual, noting the methods of learning and evaluating the performance of
the assigned trainee.
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303.4   TRAINING OFFICER PROGRAM SUPERVISOR
The Training Sergeant will be selected from the rank of sergeant.

a. Assignment of trainees to JTOs.

b. Conduct JTO meetings.

c. Maintain and ensure JTO/trainee performance evaluations are completed in a timely
manner.

d. Maintain, update and issue the training manual to each trainee.

e. Monitor individual JTO performance.

f. Monitor the overall JTO program.

g. Develop ongoing training for JTOs.
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Training
304.1   MINIMUM TRAINING REQUIREMENTS
All deputies, full- or part-time, shall successfully complete the Adult Corrections Officer Core
Course as described in 15 CCR 179 within one year from the date of assignment (15 CCR
1020(a)).

Custodial personnel who have successfully completed the course of instruction required by Penal
Code § 832.3 shall successfully complete the Corrections Officer Basic Academy Supplemental
Core Course as described in 15 CCR 180, within one year of the date of assignment (15 CCR
1020(b)).

Individuals assigned to work in the facility prior to completing the required training may do so only
when under the direct supervision of a fully trained deputy.

Transfer courses may be utilized to meet Adult Corrections Officer Core Course requirements
when the member has had the relevant probation or juvenile corrections training (15 CCR 179.1;
15 CCR 179.2).
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Prison Rape Elimination Act Training
305.1   PURPOSE AND SCOPE
This policy establishes an education and training process related to implementation of the Prison
Rape Elimination Act of 2003 (PREA) and the implementing regulation (PREA Rule) (28 CFR
115.5 et seq.).

305.2   POLICY
The Tuolumne County Sheriff's Office endeavors to comply with the training standards in the PREA
Rule and to ensure that all staff, volunteers and contractors are aware of their responsibilities and
that staff, volunteers, contractors and inmates are aware of the policies and procedures of the
facility as they relate to PREA.

305.3   MEMBER TRAINING
All staff, volunteers and contractors who may have contact with inmates shall receive Sheriff's
Office-approved training on the prevention and detection of sexual abuse and sexual harassment
within this facility. The Training Sergeant shall ensure that the staff receives training and testing
in prevention and intervention techniques, that they have sufficient knowledge to answer any
questions the arrestees and inmates may have regarding sexual assault or abuse, and that they
are familiar enough with the reporting process to take an initial report of a sexual assault or abuse.
The Training Sergeant shall be responsible for developing and administering this training, covering
at minimum (28 CFR 115.31; 28 CFR 115.32):

(a) The zero-tolerance policy for sexual abuse and sexual harassment and how to report
such incidents.

(b) The dynamics of sexual abuse and sexual harassment in confinement.

(c) The common reactions of sexual abuse and sexual harassment victims.

(d) Prevention and intervention techniques to avoid sexual abuse and sexual harassment
in the Dambacher Detention Center.

(e) Procedures for the investigation of a report of sexual abuse and/or sexual harassment.

(f) Individual responsibilities under sexual abuse and sexual harassment prevention,
detection, reporting and response policies and procedures.

(g) An individual’s right to be free from sexual abuse and sexual harassment.

(h) The right of inmates to be free from retaliation for reporting sexual abuse and sexual
harassment.

(i) How to detect and respond to signs of threatened and actual sexual abuse.

(j) How to communicate effectively and professionally with inmates, including lesbian,
gay, bisexual, transgender, intersex or gender non-conforming inmates.
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(k) How to comply with relevant laws related to mandatory reporting of sexual abuse and
sexual harassment to outside authorities.

(l) How to avoid inappropriate relationships with inmates.

Training shall be tailored according to the sex of the inmates at the facility. Staff should receive
additional training on security measures and the separation of male and female populations in
the same facility if inmates have been reassigned from a facility that houses only male or female
inmates.

Training should include written testing to validate knowledge and understanding of the material.
The Training Sergeant shall document, through signature or electronic verification, that staff,
volunteers and contractors have received and understand the training. The Training Section will
maintain training records on all those receiving training in accordance with procedures developed
by the Training Sergeant.

The Training Sergeant shall ensure that members undergo annual refresher training that covers
the Sheriff's Office’s sexual abuse and sexual harassment policies and related procedures (28
CFR 115.31)

305.4   SPECIALIZED MEDICAL TRAINING
All full- and part-time qualified health care and mental health professionals who work regularly in
the facility shall receive all of the member training listed above, as well as training that includes
(28 CFR 115.35):

(a) Detecting and assessing signs of sexual abuse and sexual harassment.

(b) Preserving physical evidence of sexual abuse.

(c) Responding effectively and professionally to victims of sexual abuse and sexual
harassment.

(d) Reporting allegations or suspicions of sexual abuse and sexual harassment.

If the qualified health care and mental health professionals employed by this facility conduct
forensic examinations, they shall receive the appropriate training to conduct such examinations.

The Training Sergeant shall maintain documentation that the facility’s health care and mental
health professionals have received the training referenced above, either from this Sheriff's Office
or elsewhere.

305.5   SPECIALIZED INVESTIGATIVE TRAINING
Specialized investigative training for investigators shall include the uniform evidence protocol to
maximize potential for obtaining useable physical evidence; techniques for interviewing sexual
abuse victims; proper use of Miranda and Garrity warnings; sexual abuse evidence collection
in confinement settings; and the criteria and evidence required to substantiate a case for
administrative action or referral for prosecution (28 CFR 115.21; 28 CFR 115.34).
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Health Care Staff Orientation
306.1   PURPOSE AND SCOPE
The purpose of this policy is to establish an orientation period for all new health care staff working
in the facility, in cooperation with the health authority. The goal is to improve the competency of
the health care staff and the effectiveness of the care delivered, as well as to maintain the safety
and security of the custody environment and to comply with all applicable laws, regulations and
national health care standards observed by the Sheriff's Office.

306.2   NEW HEALTH CARE STAFF ORIENTATION
All new health care staff shall complete an orientation program before independently working in
their assignments. At a minimum, the orientation program will cover the following:

(a) The purpose, goals, policies and procedures for the Tuolumne County Sheriff's Office

(b) Security and contraband regulations

(c) Access control to include use of keys

(d) Appropriate conduct with inmates

(e) Responsibilities and rights of facility employees and contractors

(f) Universal and standard precautions

(g) Occupational exposure

(h) Personal protective equipment (PPE)

(i) Biohazardous waste disposal

(j) An overview of the correctional field as it relates to custody functions

(k) Health care delivery protocols

306.3   HEALTH CARE STAFF REFRESHER TRAINING
All health care staff shall meet refresher-training requirements as established by the local public
health entity or their minimum licensing requirements as established by the state licensing body.

306.4   FACILITY-SPECIFIC TRAINING
The Training Sergeant should include these staff members in training and training exercises
relative to facility safety and security including, but not limited to, the following:

• Emergency medical triage in the facility

• Emergency evacuation routes and procedures

• Communication systems during facility emergencies

• Security during facility emergencies
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• Qualified health care professional response during “officer down” incidents

• Responding to critical facility emergencies

• Facility hostage policy and medical response tactics

• Medical emergency transportation procedures

• Media relations

306.5   TESTING
All training delivered to qualified health care professionals should include a testing component to
document that the employees understand the subject material.

306.6   TRAINING RECORDS
The Training Sergeant, in coordination with the Responsible Physician, shall be responsible for
developing and maintaining training records in accordance with established records retention
schedules. The Training Sergeant shall also maintain a file of professional licensure and
certifications for each member of the health care staff.
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Volunteer Program
307.1   PURPOSE AND SCOPE
It is the policy of this Sheriff's Office to use qualified volunteers to assist in the daily operation
through their contribution of services to the inmates and the families of inmates, and to serve as a
link between the facility and the community. Volunteers are intended to supplement and support,
rather than supplant, deputies and other personnel. Volunteers can be an important part of any
organization and are proven to be a valuable asset to corrections institutions.

307.1.1   DEFINITION OF VOLUNTEER
An individual who performs a service for the Sheriff's Office without promise, expectation or
receipt of compensation for services rendered. This may include unpaid chaplains, unpaid reserve
deputies, interns and persons providing administrative support.

307.2   VOLUNTEER PROGRAM MANAGEMENT

307.2.1   PROGRAM COORDINATOR
The program coordinator shall be appointed by the Jail Commander. The function of the program
coordinator is to provide a central coordinating point for effective program management within
the Sheriff's Office, and to direct and assist staff and volunteer efforts to provide more productive
services. The program coordinator should work with other Sheriff's Office staff on an ongoing basis
to assist in the development and implementation of volunteer positions.

The program coordinator or the authorized designee shall be responsible for:

(a) Developing and maintaining a volunteer recruiting plan.

(b) Developing and maintaining a handbook that minimally identifies expectations and
the lines of authority, responsibility and accountability for the various volunteer
assignments.

(c) Recruiting, selecting and training qualified volunteers for various positions.

(d) Facilitating the implementation of new volunteer activities and assignments.

(e) Maintaining records for each volunteer.

(f) Tracking and evaluating the contribution of volunteers.

(g) Maintaining a record of volunteer schedules and work hours.

(h) Completion and dissemination as appropriate of all necessary paperwork and
information.

(i) Planning periodic recognition events.

(j) Administering discipline when warranted.



Tuolumne County Sheriff's Office
Tuolumne County SO Custody Manual

Volunteer Program

Copyright Lexipol, LLC 2023/03/06, All Rights Reserved.
Published with permission by Tuolumne County Sheriff's
Office

Volunteer Program - 73

(k) Maintaining liaison with other community programs that use volunteers and assisting
in community efforts to recognize and promote volunteering.

307.2.2   RECRUITMENT
Volunteers should be recruited on a continuous and ongoing basis in accordance with Sheriff's
Office policy on equal opportunity non-discriminatory employment. A primary qualification for
participation should be an interest in, and an ability to assist the Sheriff's Office in serving the
public.

Requests for volunteers should be submitted in writing by interested staff to the program
coordinator through the requester’s immediate supervisor. A complete position description,
including when the volunteer would be needed, should be included in the request. All parties
should understand that the recruitment of volunteers is enhanced by creative and interesting
assignments. The program coordinator may withhold assignment of any volunteer until such time
as the requesting unit is prepared to make effective use of volunteer resources.

307.2.3   SCREENING
All prospective volunteers should complete the volunteer application form. The program
coordinator or the authorized designee should conduct a face-to-face interview with an applicant
under consideration.

A documented background investigation shall be completed on each volunteer applicant and shall
include, but not necessarily be limited to, the following:

(a) Traffic and criminal background check; fingerprints shall be obtained from applicants
and processed through the Criminal Information Index (CII).

(b) Employment

(c) References

(d) Credit check

A polygraph exam may be required of each applicant depending on the type of assignment.

307.2.4   SELECTION AND PLACEMENT
Service as a volunteer with the Sheriff's Office shall begin with an official notice of acceptance or
appointment to a volunteer position. Notice may only be given by an authorized representative of
the Sheriff's Office, normally the program coordinator. No volunteer should begin any assignment
until he/she has been officially accepted for the position. Each volunteer should complete
all required enrollment paperwork and will receive a copy of his/her position description and
agreement of service with the Sheriff's Office.

Volunteers should be placed only in assignments or programs that are consistent with their
knowledge, skills, abilities and the needs of the facility.
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307.2.5   TRAINING
The program coordinator or the authorized designee shall be responsible for developing and
maintaining training curriculum and any related forms specific to volunteer assignments.

The program coordinator or the authorized designee shall be responsible for ensuring that
volunteers are provided with an orientation program to acquaint them with the Sheriff's Office,
personnel, and policies and procedures that have a direct impact on their work assignment. The
training/orientation will include, but not be limited to, the following topics:

(a) Sheriff's Office policies and procedures

(b) Rules related to contraband in the facility

(c) Prohibition on carrying weapons in the facility

(d) Volunteer/offender relationship and general rules of conduct

(e) Safety and emergency information

(f) An overview and history of the Sheriff's Office

The program coordinator shall be responsible for creating and maintaining records of all training
provided to each volunteer.

Volunteers should receive position training by their immediate supervisor to ensure they have
adequate knowledge and skills to complete tasks required by the position. They should receive
periodic ongoing training as deemed appropriate by their supervisor or the coordinator.

Training should reinforce to volunteers that they may not intentionally represent themselves as,
or by omission infer, that they are sworn deputies or other full-time members or employees of the
Sheriff's Office. They shall always represent themselves as volunteers.

All volunteers shall comply with the rules of conduct and with all orders and directives, either oral
or written, issued by the Sheriff's Office.

307.2.6   FITNESS FOR DUTY
No volunteer shall report to work or be on-duty when his/her mental or physical condition has
been impaired by alcohol, medication or other substances, or when the volunteer is experiencing
illness or injury.

Volunteers shall report to their supervisor any changes in status that may affect their ability to fulfill
their duties. This includes, but is not limited to, the following:

(a) Driver's license status, if driving is part of the duties of the assignment

(b) Any medical condition that might impair the volunteer’s ability to perform the duties
of the position

(c) Arrests

(d) Criminal investigations
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All volunteers shall adhere to the guidelines set forth by this Sheriff's Office regarding drug and
alcohol use.

307.2.7   DRESS CODE
As representatives of the Sheriff's Office, volunteers should present a professional image to the
community. Volunteers shall dress appropriately for the conditions and performance of their duties.

Volunteers shall conform to Sheriff's Office-approved dress in accordance with their duty
assignment. Uniforms authorized for volunteers should be readily distinguishable from those worn
by deputies. The uniform or identifiable parts of the uniform shall not be worn while off-duty.
However, volunteers may choose to wear the uniform while in transit to or from official Sheriff's
Office assignments or functions, provided an outer garment is worn over the uniform shirt to avoid
bringing attention to the volunteer while he/she is off-duty.

Volunteers shall be required to return any issued uniform or Sheriff's Office property at the
termination of service.

307.3   SUPERVISION OF VOLUNTEERS
Each volunteer who is accepted to a position with the Sheriff's Office and assigned to the
Dambacher Detention Center must have a clearly identified supervisor who is responsible for direct
management of that volunteer. This supervisor will be responsible for day-to-day management
and guidance of the work of the volunteer and should be available to the volunteer for consultation
and assistance.

A volunteer may be assigned and act as a supervisor of other volunteers, provided that the
supervising volunteer is under the direct supervision of a paid staff member.

Functional supervision of volunteers is the responsibility of the supervisor in charge of the unit
where the volunteer is assigned. The following are some considerations to keep in mind while
supervising volunteers:

(a) Take the time to introduce volunteers to employees on all levels.

(b) Ensure volunteers have work space and necessary office supplies.

(c) Make sure the work is challenging. Do not hesitate to give them an assignment or task
that will tap these valuable resources.

307.4   HEALTH CARE VOLUNTEERS
The program coordinator will coordinate volunteer activities with the qualified health care
professionals. Health care volunteers will be subject to all of the volunteer, recruitment, selection
and training requirements of the Sheriff's Office. The qualified health care professionals may have
additional requirements and training for health care volunteers.

The program coordinator shall ensure that any volunteer performing health care duties
possesses the appropriate credentials and training, in coordination with the qualified health
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care professionals, and shall ensure that signed agreement forms pertaining to the security and
confidentiality of information are on file with the Sheriff's Office.

The program coordinator shall also ensure that volunteers performing health care duties have
received specific training in topics that including fire, safety, security, contraband and inmate
culture.

307.5   CONFIDENTIALITY
With appropriate security clearance, volunteers may have access to confidential information, such
as criminal histories or investigative files. Unless otherwise directed by a supervisor or Sheriff's
Office policy, all information shall be considered confidential. Only that information specifically
identified and approved by authorized personnel shall be released. Confidential information shall
be given only to persons who have a need and a right to know, as determined by Sheriff's Office
policy and supervisory personnel.

Each volunteer will be required to sign a nondisclosure agreement before being given an
assignment with the Sheriff's Office. Subsequent unauthorized disclosure of any confidential
information, verbally, in writing or by any other means, by the volunteer is grounds for immediate
dismissal and possible criminal prosecution.

Volunteers shall not address public gatherings, appear on radio or television, prepare any article
for publication, act as correspondents to a newspaper or other periodical, release or divulge any
information concerning the activities of the Sheriff's Office, or maintain that they represent the
Sheriff's Office in such matters without permission from the proper Sheriff's Office personnel.

307.6   PROPERTY AND EQUIPMENT
Volunteers will be issued an identification card that must be worn at all times while on-duty.

Any fixed and portable equipment issued by the Sheriff's Office shall be for official and authorized
use only. Any property or equipment issued to a volunteer shall remain the property of the Sheriff's
Office and shall be returned at the termination of service.

307.7   DISCIPLINARY PROCEDURES/TERMINATION
A volunteer may be removed from the volunteer program at the discretion of the Sheriff, Jail
Commander or the program coordinator. Volunteers shall have no property interests in their
continued appointment.

Volunteers may resign from volunteer service with the Sheriff's Office at any time. It is requested
that volunteers who intend to resign provide advance notice of their departure and a reason for
their decision.

307.7.1   EXIT INTERVIEWS
Exit interviews, when practicable, should be conducted with volunteers who are leaving their
positions. The interview should attempt to ascertain the reason for leaving the position and solicit
the volunteer’s suggestions on improving the position. When appropriate, the interview should
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also include a discussion on the possibility of involvement in some other capacity with the Sheriff's
Office.

307.8   EVALUATION
An evaluation of the overall volunteer program will be conducted on an annual basis by the
program coordinator. Regular evaluations should be conducted with volunteers to ensure the best
use of human resources, to ensure personnel problems can be identified and dealt with promptly
and fairly, and to ensure optimum satisfaction on the part of volunteers.

307.9   VOLUNTEER REGISTRATION
All volunteers shall be registered with the Sheriff's Office for insurance purposes, and each
volunteer shall be issued an identification card. The facility shall maintain an identification record
for each volunteer that includes a photograph, home address, current telephone numbers,
background certification, training/orientation certifications, and list of special skills, languages
spoken or volunteer specialty.




